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The Department of Children and Families
is an equal opportunity employer and
service provider. If you have a disability
and need to access services, receive
information in an alternate format, or
need information translated to another
language, please call the Division of Early
Care and Education at 608-422-6002.
Individuals who are deaf, hard of hearing,
deaf-blind or speech disabled can use
the free Wisconsin Relay Service (WRS)

( 711 to contact the department. /
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About This Guide

This guide details how providers will use DCF’s Provider Portal to
upload requested Important Information Request Letter
documents for the following identified programs.

Please provide only the required materials for the program in
paragraph 2 of your notification letter.

Program 1 - Essential Workforce Families
Program 2 - Incentive Pay
Program 3 - Support for Temporarily Closed Child Care Centers

Program A - Providing Safe, Healthy, and High-Quality Care
Opportunities

Program B - Funding Staff Recruitment and Retention Efforts

The Program Integrity Document Upload is available in the Child
Care Provider Portal system. Information about applying for
access can be found here. If you need help gaining access to the
Child Care Provider Portal, please email:

DCFPlicBECRCBU@wisconsin.gov.

System note: the Child Care Provider Portal will time out after
20 minutes of inactivity, which will force users to log back in.
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IMPORTANT NOTICE

The Department must receive all requested
documentation within 48 hours of receiving this
notification. The supporting documents must
clearly identify dates and times to support
funding period. Failure to submit the required
documentation to the Department will result in
100% recoupment of the funds.

If you need further assistance, please contact
the named auditor at the number provided on
page 2 of your notice letter.

~N

J
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Gathering Your Documents
Review Your Information Request Letter

Child Care Counts: COVID-19 Emergency Payments
Important Information Reguest

The Depariment of Children and Families supported the demand for child care access for The prog ram
essential workers by launching payment programs to support child care providers. The .

programs were identified as Program 1- Essential Workforce Families, Program 2- Incentive and fu nd|ng

Pay, Program 3-Support for Temporarily Closed Child Care Centers, Program A- Providing

Safe, Healthy, and High-Quality Care Opportunities, and Program B- Funding Staff period that is
Recruitment and Retention Efforts. The payment programs were processed through the Child

Care Provider Portal in which providers could access and complete their applications. being I‘eViewed.

The submission of the applicafion to receive funds for payroll purposes and other allowahle
~xpenses included terms and conditions to maintain all original supporting documentation for a
nimum of three (3) years. The Department of Children and Families has the responsibility to

your application for Providing safe, h&althy; and high-quality child care opportunities, <
8/30/2020 - 9/5/2020. In order to determine the funds received are accurate based on the

docul};&n&dﬁmﬂmﬁhﬁin' as=fallane:
+ Children Attendance Records from 8/30/2020 - 9/5/2020 )

Children Enrollment Forms for children in application from 8/30/2020 - 9/5/2020
Employee Payroll Records, Timesheets, Schedules, Paystubs for 8/30/2020 - 9/5/2020
\- Maotifications to Staff of Wage Increases from 8/20/2020 - 9/5/2020

S

J

Child Care Provider Portal upload instructions: Log into the Provider Portal, access the COVID-
19 Payment page. Then choose the Payment Program listed above. Choose the Program
Integrity Documents button to upload the requested documents. The document can he in PDF,
JPEG or Word format.

== Depariment must receive all requested documentaftion within 48 hours of receiving this
ication. The supporting documents must clearly identify dates and times to support funding

.uaou;;ment of the funds. If you need further assistance you can contact  Joe Soap  at
lirasss sess This part shows

Sincerely, 1 which
documents you
must provide and
the date range.

If you need

assistance, NOTE: You are

contact the only required to
person listed submit

on the bottom documentation
of your letter. for the date

range listed here.
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Preparing Your Documentation for Upload
Acceptable Documentation

Program 1: Essential Workforce Families

Attendance Sheets of payment period for requested audit on
notification letter.

Enroliment forms only if a child is not listed on the attendance sheet
(ex. Out sick, vacation)

Your letter has the date range, which will be one of the following:
Period: 03/12/20 to 04/11/20
Period: 04/12/20 t0 05/11/20
Period: 05/12/20 t0 05/26/20

Program 2: Incentive Pay

Paychecks with hours of payment period for audit requested on
notification letter.

Paychecks with incentive pay or “bonus.”
If no paychecks, then time sheets or schedules.

If no timesheets, then children’s attendance sheets with employee sign
in and out.

Your letter has the date range, which will be one of the following:
Period: 03/12/20 to 04/11/20
Period: 04/12/20 t0 05/11/20
Period: 05/12/20 t0 05/26/20

Wisconsin Department of Children and Families



Gathering Your Documents

Program A: Providing Safe, Healthy and High-Quality Child Care
Opportunities

Attendance Sheets of payment period for requested audit on
notification letter.

Enrollment forms only if a child is noft listed on the attendance
sheet (ex. Out sick, vacation).

Period: 08/30/20 to 09/05/20
Program B: Funding Staff Recruitment and Retention Efforts

Attendance Sheets of payment period for requested audit on
notification letter.

Enrollment forms only if a child is nof listed on the attendance
sheet (ex. Out sick, vacation).

Paychecks with hours of payment period for requested audit on
notification letter.

If no paychecks, then time sheets or schedules.

If no time sheets, then children’s attendance sheets with employee
sign in and out.

Personal checks allowed as documentation of bonus or paycheck
to employee or volunteer (for family providers).

Period: 08/30/20 to 09/05/20

Wisconsin Department of Children and Families



Preparing Your Documentation for Upload
Getting your paper records onto your computer

ONLY UPLOAD THE DOCUMENTS BEING REQUESTED
See page 5 of this document for the location of requested documents
in the Information Request Letter.

SCAN WITH A HOME SCANNER/COPIER/PRINTER

These steps can vary between device models. Follow the instructions
that came with your device. Depending on the device, you should be
able to scan and save as a PDF or JPEG - both of which are
acceptable file types in the Child Care Provider Portal Program
Integrity Document Upload.

USE YOUR PHONE

The software differs between iPhone and Android devices. But in
general, by using your phone’s camera you can take a photograph of
each document you want to upload and save it as a JPEG. You can
then email that image to yourself from your phone or download it to
your computer.

USE PHONE SCANNER SOFTWARE

There are a lot of phone scanner applications available in the app
stores, however, given the sensitive nature of the data you are
scanning, we recommend going with the more reputable names such
as Adobe Scan, Microsoft Office Lens, Google Drive App, or Apple
Notes. The first three are available on Android and iOS, with Apple
Notes being iOS only.

These apps offer some advantages over just using your phone
camera, such as simple document correction. Follow the prompts in
the app to place and scan your documents. Transfer to your
computer and upload.

Wisconsin Department of Children and Families



Preparing Your Documentation for Upload

Getting your paper records onto your computer

There are a few general rules you can follow to improve the quality
of your scanned documents.

Files should be uploaded as PDF, JPG, or Word format.

Individual file size cannot be larger than 4MB. If you have a
scanner/copier that does multiple pages into a PDF, that's
equivalent to about 4 pages.

Try to make sure the documents aren’t folded or crumpled. If
they are, try to make them as flat as possible.

Make sure details are easy to read. Make sure they are not
blurry or fuzzy.

Keep the background simple and free of items when phone
scanning.

When scanning, use 300 dpi to ensure your files are legible.

You will need to break up your documents into smaller
batches, or individual pages, to ensure they will upload

properly.

Wisconsin Department of Children and Families
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Logging in

' Child Care Provider Portal

Login

Existing CCPI Users can log in with the » ~

User ID ‘ | |

Password

Remember Me
Enable Keyboard Accessibility Features
Enable Screen Reader Features

.Hide Options
Request access and update your user profile in Account Management .
For additional information, visit the DCF ‘Portal Info' webpage.
About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

The Department of Children and Families, protecting children, strengthening families, building communities.

1. Login Screen
Go to https://mywichildcareproviders.wisconsin.gov/

Type your User ID and Password into the appropriate fields.
Click the Login button to continue.

IMPORTANT REMINDER:\

hi G ¢ 2 Default Home Screen
My Facilties BE| After you log in, the

,,,,, ,.,I: default home screen
,,,,, -y displays if you only have

facility/location.

380003¢843.

|
|
- ,’ access to one
|
|
|

If you have access to
- multiple sites, a list of
e facilities displays like this
example on the left.

\_ ' Y,
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COVID-19 Payments Button

COVID-19 Emergency Information
Due to the COVID-19 pandemic, please complete the following and keep it up-to-date so that DCF and its partners can help Hezalthcare
waorkers and others perferming critical functions fill wrgent child care needs. Press "Save” once you have completed filling out or E

updating the information.
Address 2414 E Cakery Dr
Dane, WL 53214-4144
Is this location currently open? O Yes E
Are you able to provide care for more children with -®‘I’es Em
T COVID-1%

Enter the number of open slots you have available at this location m

For chldren under 2 yesrs2 Payments
For 2 and 3 year-olds?

Enter the total number of open slots (i.e., available slots) you have available at this location below.

For 4 and 5 year-olds?

o o o W

For 6 year-olds and older?

Total zvailable slots 0
Humber of staff needed to increase or meet capacity 0
List here all essential emergency supplies you need o

Last updated on 04/16/2020 04:51 PH

Home

?

Facility Detzils Communications

=

Manzage Facilit) ‘ Individuals

Financial

‘

COovID-19
Payments

2. COVID-19 Payments Button
On the COVID-19 Emergency Information page, scroll to the
bottom of the page and click on the COVID-19 Payments button.

Wisconsin Department of Children and Families



Select the Program Period

3. Select the correct program period indicated in your

Important Information Request Letter. -

State of Wisconsin2(i=) 712| 28 AUl MBXYLCH Foi2} BHY Hojof of2f CHE MAC2 & XS § WastAAL &
BX| 7 S L EE 2010 0j2 YREE 0| BRR Y, 47| U E MHFUAIL 01212 AU AES
FaAYC

Child Care Counts: COVID-19 Emergency Payments
Important Information Request

The Department of Children and Families supported the demand for child care access for
essential workers by launching payment programs to support child care providers. The
programs were identified as Program 1- Essential Workforce Families, Program 2- Incentive
Pay, Program 3-Support for Temporarily Closed Child Care Centers, Program A- Providing
Safe, Healthy, and High-Quality Care Opportunities, and Program B- Funding Staff
Recruitment and Retention Efforts. The payment programs were processed through the Child
Care Provider Portal in which providers could access and complete their applications.

The submission of the application to receive funds for payroll purposes and other allowable
expenses included terms and conditions to maintain all original supporting documentation *

mini P ” N PTRT AT AT el moneibi
maffiitor and review applications for accuracy. The Department is in the process of review:

your application for Providing Funding to Care for Essential Workforce Families, 3/12/2.
4/18/2020. In order to determine the funds received are accurate based on the information you |

regbried, the Department is requiring you to submit (upload) supporting documents via
thel Child Care Provider Portal as follows:

« Children Attendance Records from 3/12/2020 - 4/11/2020 <
« Children Enrollment Forms for children in application from 3/12/2020 - 4/11/2020
« Employee Payroll Records, Timesheets, Schedules, Paystubs for 3/12/2020 -
4/11/2020
« Notifications to Staff of Wage Increases from 3/12/2020 - 4/11/2020

COVID-19 Payment Application List

already started or complete E

Apply for COVID-19

nts and view details of payment program

°

Payment Prograin Summary
£ Vet o St

Providing Funding To Care For Essential

March 12 - Aprit 11 May 03 - May 15 Details
o . S Workforce Families Approved | J§ |>
March12- Aprit11  May 03 - May 15 Incentive Pay Incomplete  Detaits | B |
March 12 - Aprit 11 May 03 - May 15 Support For Closed Child Care Programs incomplete Details | }
Providing Funding To Care For Essential |
il 12 - May 11 May 31 - June 14 1 let Details
25 i i Workforce Families R I? J
April 12 - May 11 May 31 - June 14 Incentive Pay Incomplete Details | P
April 12 - May 11 May 31 - June 14 Support For Closed Child Care Programs Approved Details I »
June 29 - September Providing Funding To Care For Essential
May 12 - June 11 P 9 o Submitted Details | P
08 Workforce Families bzt Bt
June 29 - September Not
May 12 - June 11 » Incentive Pay 2
08 Available
June 29 - 5 Not

4. Details

A 4

\4/ 11/2020

Requested Information

Children Attendance
Records from
3/12/2020 - 4/11/2020

Children Enrollment
Forms for children in
application from
3/12/2020 - 4/11/2020

Employee Payroll
Records, Time sheets,
Schedules, Pay stubs
for 3/12/2020 -
4/11/2020

Notifications to Staff
of Wage Increases
from 3/12/2020 -

Click Details to go to the Payment Application Details page.

Wisconsin Department of Children and Families




Navigate to the Program Integrity -

Documents Screen

5. Program Integrity Documents

Scroll to the bottom of the screen and select Program
Integrity Documents to go to the document upload screen.

Did your facility serve any children from tribal o
communl ities?

Did your facility serve any children living |

Did you receive any funds for COVID-19
from DCF or WI Shares (e.g., S8A grant, Dai

te)?
Modify Common Details | 2

Payment Program Details for Support For Closed Child Care Programs

Payment Program  Support For Closed Child Care Programs
Grant Application ID 5000000145
Expected Number of Children Enrolled When 3
Reopened
1f you receive a payment, what percentage of the 25%-49%
funds do you plan on paying for staff compensation?
GrantStatus  Approved

Awarded Payment Amount  $227.27

Modify Application Details »
& = meE =]
o B cemon e

AbOULDCF  Public Meetings Careers Request Records  ContactUs  Wisconsin.gov

.

NOTE

In this example, there
are already two
uploaded documents
regarding this program.
This will vary from
\prowder to provider. )

Program Integrity - Documen_ts

To securely
Documents
Date Type
10/20/2 Program Integrity Document View I >
10720720 Program Integrity Document View | | 3
\ 4

Upload Document O
——

4 Application Details

About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov

N

Press

6. Upload Document

On the Program Integrity — Documents screen, click Upload
Documents to select the required items from your computer.

Wisconsin Department of Children and Families



Navigate to the Program Integrity -
Documents screen

7. Select Your Documents

A system dialog will open, allowing you to select the
requested documents from your computer. When you have
selected the desired document, click Open to upload that
document. Repeat this step for each requested document.

BT CSAW p |
— “
Logout
=
| e
2 ) View
Jo Local Disk (C 53 85443 UAT- Issuse+ fors DCF+ 2045+ Trans. M ft ent . l =
fp venigmmkr (N 63 pcr-2306 ‘ LI6PM  Microsoht . .
e DCF Shared Driv & DCF-189 . M SR ait " view | B
)2 - ¥ Integrity - D =
e name || v | =
>
> ot =
Date e
< = - N
view [ B |
A DC Public Meetings Careers Request
sconsi

Once your documents are successfully uploaded, you must
click Save Documents. Repeat Steps 6 & 7 until you have —
attached all the required documents.

W Child Care Provider Portal \\3'- |
Welcome, Laura

;;;;;

Program Integrity - Documents
To securely send documents to DCF Program Integrity, upload documents here.

Doc

Date Type

11/04/20 Program Integrity Document View | b

11/04/20 Program Integrity Document View ‘ » |

S

Upload Document

a7 GetAttachmentThumbnailjpg x

)
()«

« | Application Details

Wisconsin Department of Children and Families



Documents uploaded

Program Integrity - Documents

To securely send documents to DCF Program Integrity, upload documents here.

» | © This file type is not allowed. Allowed file types are DOC ,DCX ,PDF ,TIF JPG

© The file size cannot be greater than 4MB.

Documents

If you attempt to upload a file that is the
wrong file type or exceeds the 4MB file
— size limit, you will get a warning and not
be able to proceed until you have fixed
the issue.

.

Documents can
be PDF, JPG, TIF,
DCX, or Word
format.

File size cannot
exceed 4MB

J

When all documents have been successfully uploaded, your
Program Integrity — Documents screen should look like this,
with the most recent documents uploaded listed by date.

Program Integrity - Documents
To securely send documents to DCF Program lntegrity. upload documents here. E

Documents

Date Type

11/03/20 Program Integrity Document View | » ‘

11/03/20 Program Integrity Document View | | 3 [

11/03/20 Program Integrity Document View | | 3 l

-« Application Details

About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

At this point, you
have completed the
requested document
upload. No further
action is required.

REMINDER

The Department must receive all requested documentation
within 48 hours of receiving this notification.

Wisconsin Department of Children and Families
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Logging in

Child Care Provider B\

Portal
lE-xogtll:g CCPI Users can log in with the 1 . Logln Screen
-ame User ID and password that you used . .
o ccpL On your mobile device go to:
ser ID Y https://mywichildcareproviders.wisconsin.gov
Password

Type your User ID and Password into the

N e—|  appropriate fields.

Remember Me

Enable Screen Reader Features

eeopions | Click the Login button to continue.

Request access and update your user

nrafile in Aceanint Mana

el d 4 IMPORTANT REMINDER:
— Default Home Screen

Home B3 After you login, the default home
screen displays if you only have
e A = access to one facility/location.

Mke , WI 45454-5455

Suzy Q's 1800039661-001

Durand wis47se > If you have access to multiple
a9 sites, a list of facilities displays
e like this example on the left.
s (> B |

Rotorua ,WI 12121

Emergency Site 2800040092-005
123 Urgent Ct

Wisconsin Department of Children and Families


https://mywichildcareproviders.wisconsin.gov/

Covid-19 Payments Button

Rio e 5 &y 2. COVID-19 Payments Button
oria
Welcome, Laura On the COVID-19 Emergency
L .
agout Information page, scroll to the
iy ..wurie ) bottom of the page and click on
Coronaville , WI 45454-5454 FIS Provider ID D218681 the COVID_1 9 Payments button.
COVID-19 Emergency Information
Due to the COVID-19 pandemic, please
complete the following and keep it up-
to-date so that DCF and its partners can
help Healthcare workers and others
performing critical functions fill urgent
child care needs. Press "Save" once you ( \
have completed filling out or updagi
the information. E
. COVID-19

If you update the closure status
below, please also contact your Payments
licensor or certifier.

Address k ! j

123 Urgent G

- =

= (&
Communications Manage
Facility

Individuals CovID-19 J|

Payments

L

A | MMM Other Facilities I

.':’- WISCONSIN DEPARTMENT or
W CHILDREN ANxo FAMILIES

Wisconsin Department of Children and Families



Select the Program Period

3. Select the program period indicated in your Important

Information Request Letter

Pay, Program 3-Support for Temporarily Closed Child Care Centers, Program A- Providing
Safe, Healthy, and High-Quality Care Opportunities, and Program B- Funding Staff
Recruitment and Retention Efforts. The payment programs were processed through the Child
Care Provider Portal in which providers could access and complete their applications.

53] IV ]
expenses included terms and conditions to maintain all original supporting documenta.
minimum of three (3) years. The Department of Children and Families has the responsi...
monitor and review apphcatlons for accuracy. The Department is in the process of rewewmg

4/11/2020. In order to e the funds d are accurate based on the information y|

reported, the Department is requiring you to submit (upload) supporting documents vi

the Child Care Provider Portal as follows:

o Children Attendance Records from 3/12/2020 - 4/11/2020

o Children Enroliment Forms for children in application from 3/12/2020 - 4/11/2020
Employee Payroll Records, Timesheets, Schedules, Paystubs for 3/12/2020 -
T TI2020

« Notifications to Staff of Wage Increases from 3/12/2020 - 4/11/2020

your 1 for Providing Funding to Care tor Workforce Families, 3/12/20p0 -

Child Care Provider
Portal

Welcome, Laura

Logout
Emergency Site 2800040092-005
123 Urgent Ct Facility ID 1123461
Coronaville , WI 45454-5454 FIS Provider ID D218681
COVID-19 Payment Application

List
Apply for COVID-19 payments and view

Requested Information

Children Attendance
Records from
3/12/2020 - 4/11/2020

Children Enrollment
Forms for children in
application from
3/12/2020 - 4/11/2020

details of payment program applicgis
already started or completed. E
Payment Program
Summary

Funding Period When Can [ Apply? Payment Program Status

Providing
Funding To Care
l March 12 -

May 03 - May 15 For Essential Approved > I
April 11
Workforce
Families
=
March 12 -
May 03 - May 15 Incentive Pay Incomplete »> I
April 11

Support For
March 12 - Not
May 03 - May 15 Closed Child C:
April 11 DALY ose A€ pvailable
Programs

4. Details

v

Employee Payroll
Records, Time sheets,
Schedules, Pay stubs
for 3/12/2020 -
4/11/2020

Notifications to Staff
of Wage Increases
from 3/12/2020 -
\4/ 11/2020 )

Click Details to go to the Payment Application Details page.

Wisconsin Department of Children and Families



Navigate to the Program Integrity —
Documents Screen

<TTyT

Modify Common Detail i
5. Program Integrity Documents

Scroll to the bottom of the screen

Payment Program Details

for Providing Funding To C: i
e and select Program Integrity
Families Documents to go to the
Payment Providing document upload screen.
Program Funding To Care
For Essential
kforce

W Child Care Provider
Portal

Welcome, Laura

Staff Children
Logout

Site 2800040092-005

Emergency 2800
123 Urgent Ct Facility ID 1123461
Coronaville , WI 45454-5454 FIS Provider ID D218681

Program Integrity - Documents
To securely send documents to DCF

=) =)

Payment Program <

Program Integrity, upload docume
Documents Integri
N | [ m— oo =]
Documents >
A -
Documents
< 3= Payment Program Date Type
Summary

Program Integrit
11/04/20 | 09" arity view | B |
Document

#3% WISCONSIN DEPARTMENT o
CHILDREN AN0 FAMILIES

Take Picture I

6. Take Picture

On the Program Integrity -
Documents screen, click
Take Picture to either take a
picture with your
smartphone, or upload a
picture or file from your
phone’s photo or documents Take Photo
IibrarY- Browse

N

Documents

Date Type

. Program Integrity

Photo Library

Wisconsin Department of Children and Families



Navigate to the Program Integrity —

Documents Screen

7. Select your documents.

Follow the on-screen prompts from your smartphone to
select the images you want to upload.

After each one has successfully
uploaded you must tap Save
Documents.

Repeat Steps 6 & 7
until you have attached all the
required documents.

.

be PDF, JPG, TIF,
DCX, or Word
format.

File size cannot

J

If you attempt to upload a
file that the wrong file type
or exceeds the 4MB file size

Documents

Date Type

Program Integrit:
11/04/20 9 o view | » |
Document

Take Picture

a: IMG-8381.jpg X

Documents can

Save Documents

© This file type is not

exceed 4MB >

allowed. Allowed file
types are DOC ,DCX ,PDF
,TIF JPG

limit, you will get a warning
and not be able to proceed
until you have fixed the
issue.

Wisconsin Department of Children and Families




Documents uploaded
REMINDER

The Department must receive all requested documentation
within 48 hours of receiving this notification.

When all documents have been successfully uploaded, your

Program Integrity — Documents screen should look like this -
with the required number of files listed, with the most recent
documents uploaded listed at the top in descending order.

Program Integrity - Documents
To securely send documents to DCF

Program Integrity, upload docume
here.

Documents

Date Type

Program Integrit:

11/04/20 o o View | p |
Document
Program Integrit:

11/04/20 - o View | p |
Document

'

Take Picture

E Application Details
\

2% \WISCONSIN DEPARTMENT ot

At this point you have successfully completed the requested
document upload. No further action is required.

Wisconsin Department of Children and Families



